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SUS8MARY 



This document is prepaxed after a thorough search of 
the higher edi^cation bxisiness affairs literature • The intent 
of the paper was to reveal the answejr^ to the following ques- 
tions s 

1) What are the major categories of business affaijrs 
management positions below that of the chief business officer 

2} What are the most reliable counts or estimates 
of the number of people in each najor position category 

3) What are the education and e^erience require- 
mei|ts for the different positions 

4) What are the activity or task requirements for 
each major position 

5) - 4iifhat are the majoj; in-service m^uriagement develop- 
ment programs now available for business "affairs officers? 

Ideas and comments regarding the preparation of 
instructional materials, program content and the delivery 
system for in-service education were offered. 
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, 1. MAJOR AREAS WITHIN BUSINESS AFFAIRS 



There is no agreement in the literature as to exactly 
which major institutional activities should or do fall within 
the business affairs domain* Nor has the research attempted 
to determine what are the major categories below that of xhe 
chief business officer. The primary categories may only be 
inferred from: 

1) The research which indicates the functions of 
the chief business officer with the expectation that major 
categories would be delegated to department heads 

2) The amount of attention various areas receive in 
the business affairs literature including the opinions of 
authors regarding the major business areas 

3) The organizational charts which have been pre- 
sented in the literature. 



!•! Research Indications 



Th% results of one study conducted in 1965 to deter- 
mine the primary functions of 71^ chief business officers 
in universities, liberal arts colleges and junior colleges 
are shown in Table 1. The nine major areas could signal 
areas delegated to division representatives • Although this 
study is now quite dated, no other study of the chief 
officers* responsibilities has been equally conqprehensive. 
^ In a more recent study, the survey responses from 238 
community college business officials showed their broad 
responsibilities to be accounting, inventory control, 
operations and maintenance of physical plant, persoimel, and 
purchasing (Cullen, 1973» !>• 2325-A). Accounting, physical, 
plant management, personnel and purchasing were areas common 
to both studies* 



1*2 Writers* Opinions of the Key Areas 



Table 2 indicates the frequency with which various 
business areas were listed by 11 higher education writers as 
being primajry roles. Over tv/o-thirds of them mentioned finan- 
cial accounting and reporting, collection and disbursement 
of funds, purchasing, auxiliary enterprises, physical plant, 
and personnel. 
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TABLE 1 



PREVALENCE OF THE RESPONSIBILITY OF THE 
CHIEF BUSINESS OFFICER FOR BUSINESS FUNCTIONS 
IN 71^ INSTITUTIONS: I965 



Function 


In 


stitutioh 


Number 


Percent Assigned 
Responsibility 


Total 




100.0 




rxscai. ^ccounxxng a.nci jreporxing 


686 


96-0 

» 


*2. 


Collecting income and disbursing 
funds 


681 


95.4 




Budget preparation and control 


679 


9S.0 


*4. 


Purchasing of equipment, supplies^ 
and services 




92.9 


5. 


Payroll 


641 


89.8 


•6. 


Business management of auxiliary 
enterprises 


639 


89. *; 


♦7. 


Physical plant maintenance and 
operations 


621 


87.0 


Q 

0 • 


lousiness aspects oi stuoent xoan 
program 


6OQ 
WW 7 


8^. ^ 


9. 


Internal audit 






♦10. 


Nonacademic personnel administra-* 
tion and services 


537 


75.2 


11. 


Genezral services 


531 




12. 


Business management aspects of 
coi»tracts other than research 


522 


73.1 


13. 


Business management aspects of 
institutional studies 


469 


65.7 ^ 


♦14. 


Investment of endowment and other 
funds 


465 


61.1 


*15. 


Planning and construction of 
buildings 

8 


457 


64.0 
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Institution 




Function 


Number 


Percent Assigned 
Responsibility 


T(Ltal 


714 


100.0 


16. 


Finances of intercollegiate 
athletics 




63.1 




Finances of student activities 




63.0 


18. 


Business management aspects of 
research contracts 




60.9 


19. 


Data processing ' 
Total affirmative ansv/ers 


310 
10,384 


.43.3 



♦Considered as major responsibilities* 

Sources Department of Health, Education, and Wei fare • Office 
of Education. Business Mar>agementt 196^ Survey of 
Chief Business Officers of Colleges and Universities , 
by Leslie F. Robbins and Paul K* Nance « Washington, 
D.C.i Government Printing Office, 1966, p. 
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TABLE 2 



FREQUENCY OF FUNCTION BEING NOIED AS PRIMARY BY WRITERS ; 



Function 


1 

H 
0 

X • 

0^ 

c^^ 

>»tH I 

« ^ 

Hn y 


• 

Ov 

0 
ri 1 

3 0 


s • 

>>cv) 


wr 

H 1 

^ • 


* 

CVi 1 

t-l(\J 

• 

4* OS 
OH 

H 

H -a 

•H ftO 


1 (M 

f H • 
' f 

Ui C ^ 

.'OP 


1 • 

EOD 
OvO 

(d 1 
CON 
0 OH 

4* 4* . 

Cd'H P 


1 

0 

p, /-« 

0 4 

ri "0 

OHvr 
>)N I 

oo\cvj 
Cho 

0)(d • 
p 

IT* W f— 


1 

(VJ 
OO 

D 

flip, 
c • 

ON 


1 • 

o^ 
OOs 
H 

(J 

Co 

0 ffl--^ 

_i LJ 

2 6 ft 


* 

IN 
Ov 
H 

OO 

IQ (M 
tt 

0 . 

(J P 


Totals 


Financial accounting 
and reporting 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


11* 


Physical plant 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 




Purchasing 


X 


X 


X 


X 


X 


X 


X 


X 




X 


X 


10* . 


Auxiliary enterprises 




X 




X 


!x 


X 


X 


X 


X 


X 


X 


9* 


Collecting income and 
disbursing funds 


X 


IX 


X 




X 


X 




X 


X 


X 




8* 


Personnel 




1 

iX 

i 




X 


X 


■ X 


X 


X 




X 




.7 


Budget preparation 
and control 


X 


X 




X 




X 








X 


X 


6 


Internal audit 




- 


X 






X 


X 


X 




X 


X 


6 


Planning (esp* 
construction) 




X 








X 


X 




X 


X 


X 


6 


Investment of funds 




X 






X 




X 








X 


■ h 


t 

Service operations 
(e*g. duplication & 
messenger -service) 










X 


X 




X 


X 






CD 



l ERlC I 11 



'mum. 



ntlirr 



i • 



ki4 I 



9^ 
ft 



I. 
I 



1*- 



I 



Me 4 




t 
I 



0 



&2U 



UH 



#4 



J 



1^ 



1- 

iiJJiii. 



t 
I 

I 
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1.3 Sfa^or C«t«corl«a aa Indlcat«d in Orsanl^tioml Charts 

It i« throu^ thm 4l«cw««ion of orsanltatioml struc- 
tttr«ft that on« i« provldt4 a b*tttr uii4*rstaitdinc of the 
raasons for tho variations in bualntss affairs catoeorlcs. 
th« iosUtutional business mnafoaont and financial affairs 
May ba tm distinct divisions. "Soaa authoritlos hava arcuad 
that tlM rasponslbility for adainistraUon of tha physical 
plant and auxiliary antarprisas should not ba coabinad with 
financial rasponsibilitias, but should ba plaead undar ona 
or mr9 separata offices repertinc independently to the 
prasident" (lOitional Coaaittee, 1^52» p. 6). See n^ure I. 

imiTARY WPS OF AOMINXSTRATI « 0*«;AKI2ATI0N 
UITH CHIEF BUSINESS AUD FIltAHCUL 0PFIC211S 
R£SP0NSI1U£ ?0 TKS PRSSIOEKT 



Cove mine Boa rd 



T 



Preaidant 



J 



Chief Iduca* 
tional Officer 



J_E 



iusinasa 

luianiMter 



Cocw trailer 



on Callaia and Onivaraity iitainasa AtfftiniatraUon* « 



Source t national Coa«itt*« on the PraparaUon of a ilusual 

linasi 

!all|«e aim Sninaratpf Bui 
tion . Vol* X* naaiiinftan, C.c.i 
on Education. 1952 » P» 7* 



ifa 



arican Council 



A alailar stnuctara which Influaneaa the buainaaa 
afmr* atafflnc and Aanctiena ia ona wiia.*a the tra«a«ar«r 
is rasponsibla to ttm cavamins board as seen ia Pi^fure 2. 

Mora detailed charts are found in Appaindia A. A 
perusal of thea atwwa that the eatacoriaa directly under the 
eiaaf businaaa officer include such unexsiectad araaa as adult 
atfveatlon and the sti^nt associatian. And yat, slid* 
laritiaa are avident. tim ^mnn eataforias includa those 
attpanriaed by the coaptfoller or bursar* and the directors 
of pureliasinc* personnel, auxiliary enterprises and the 
piqraical plant. 
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FICURI 2 

OCAL TTPE OF ADWIflSTRATIVE OKSAHIIATION . 
THE PRESIOEIIT AHD CHIEF FINAKCUI. OPFXCEJI 
RESFONSIBLE TO YHE GOVE«»IliG BOARD 



Gowmlng Bowti 



I 



Pr«si4«nt 



Ckitf Asadtade 



BiMintts 

Hinft^,r 



Cotaptrollcr 



Sourc*! lifttlonti CoonlttM on th* Preparation of ^ Manual 
on Collffo and Univoraity Busintta Administration.. 

on Edueation, \ A* p« 7* 
l,k A Coaposlto Picturt of Buslnoti Affaira Cat««ori«« 



Aitheit«h thort l« no cona«n«iia aa to what ara or 
•liettld bt %h» Bajor cataip>riaa araaa balo« tho oHiaf^bitai- 
aaat offieort »h«n tt* ralatad raaoareh. opinions and organi 
tational eharts ar« scrutiniaad. fivo ar«iaa most fraquantly 
appaart • 

1} Aeeounting, rtporting, and collaetinc and 
disbursinc funds 

2) fureliaainc •quipownt. auppliaa, and sarrieas 

}} Parsonmi administration and sanrleaa (i.O. 
typically non*acada«ic paraonnsll 

^> Buainsaa aanacaasnt of auxlUary antatvrisas 

5> Pnysieal plant nalntananea and oparatioaa 
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2. NU^ISERS OF PERSONS WITHIN EACH CATEGORY 



It cannot b« assoiaed that every institution will 
have at least one staff nenber acting as the director of 
each of the mjor business areas. As. Russell (195^* p. 12) 
has stated, "In soim very small colleges all administrative 
l\mctions» including business affairs, are perfomed by a 
•ingle officer. th<> president. * AlthoufH this is typically 
not the case today. Jas seen in the ap|>endix only the chief 
business officer and two assistants my be »8»;^ned to handle 
all business operations. And oppositely, business officers 
SMiy have s^s atany ai 37 supervisors reportiiog to then (U. a». 
Departawnt , 1 966 , p"*^ S ) • 

The variance In staff size and the nuaber of depart- 
ment directors is influenced by a coiabination of factors, 
indttdingt numbers of students, faculty and eiq>loyeesi 
amount of annual expenditures and income budgeti endowment, 
auxiliary servieesi the size and condition of the physical 
plant! types of funds and management metliodst degree of 
business office centraliMtloni institutional programsi 
volune of research, including contract researcht economic 
eonditionst extent of government projects (National Committee. 
1<>32. p. Ill Russell, 195^, pp. 21-26). 

Precise current data regarding the ni«bers of officers 
within the major business categories is nonexistent. It is 
thmrefore necessary to rely on past and up*to-date estimtes. 



2.1 Research Indications i 1963-1969 »nd 1975-1976 



In 1963, from a universe of 1809 higher education 
institutions. 360 «ere randomly selected by the Office of 
tdacmtion to reeeive a questionnaire pertaining to pres«nt 
mtmff and expected ne*ds. The •stiaates were developed by 
innating the sample data (li«3>2) by u» ImflaUoA factor which 
«am tim ixivers* of the probability with «mich an institution 
wk» Mieeted to fall in tho saa^e and tiien adjusted for non 
re^oases. laible 3 presents the resulting business affairs 
calculations. 

More recent estimates were computed by your researcher 
ttsii^ ^ata provided in the College and University Personnel 
AwMcUtiOA^b Administrative Compensation Survey 

to e mfeb fte port , the report is based upon responses from 
l»i38 iftstittttions out of a universe of 3.018 listed in the 
lyC-iyys Sd^tion Directonr published by the Office of 
Mocstiom the rsspondents were provided position titles 

16 



TABU 3 



NUMBER AND FEBCINT OF fVIX- AND PART-TIIS BUSINESS AFFAIRS STAFF, 
OCTOBER 19<3, AND ESTIMATED FURTHER NUMBER NEEIID FOR FUU-TII€ 
RBmCSHHTS AND AODITIOHS, NOVEMBER 1963-OCTOBER 1969 





Staff, October 1963 
Mi-tiBi Part-tiw 


Eatinted further full*tlae 
staff needed Hoveiher 1963- 






Total 




A/tt/thAT* 10b< 




















. Total 


U,076 




742 


.9 








vnili ousiMss 
offiCtr 


li568 


.6 


149 


#7 


628 


306 


322 


Aeeountini; 


2,421 


.9 


31 




1,442 


305 


1.137 


Btysickl plant 
iinagtient staff 


1,793 


.7 






1,375 


278 


1,097 


Auxiliary lervices 
nuiagiiint 




Uk 




e J 


2,818 


841 


1.97? 


Other 

* 




.6 


5* 




682 


3U 


569 



indicates the caUgory as a percent of the total staff in professional positions 
which nonally require a baccakureate or higher degree, 

•Indicates less than one-tenth of one percent. 

Sourest U. S. Departient of Health, Education, and Welfare. Office of Education. 
" ^f{|nf l^ iean l ^ ll**^'^!"^ Uniyeraities . Washington, D.Ci CoverwBtnt 
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ESTIMAIES 0? THE WER OP BUSINESS APPAIRS l€MBERS BY CATEGORY, 1975-19?6 





Nunber of staff 
memoers irom a 
sample of 1138 
institutions^ 


rercentage or 
sample having 
the position 


Estimated number of 
Staff memoers irom a 
universe of 3Q16 
institutions^ 


Chief businesa officer 


1022 


89.8 


2710 


Chief personnel officer 


235 


20.7 


625 


Chief budgeting officer 


251 


22.1 


66? 


Sireetori personnel services 


537 


47.2 


1424 


Affirmative action officer 


229 


20.1 


60? 


Director, physical plant 


904 


79.4 


2396 


Purchasing agent 


508 


44.6 


1346 


Director, food services 


332 


29.2 


881 


Comptroller 


566 


49.7 


1500 


Director, student housing 


^ ^3^ 
64? 


38.1 


1150 


Manager, bookstore 


59.6 


171? 


Staff lepl counsel 


79 


6!9 


208 


Chief health affairs officer 


197 1 


17.3 




Director, student union 


428 

1 


37.6 


1135 



1 



Sourcei tolott, P. Stephem Mensel, B. Pranki and Royer, Jeanne T. 197S'19?6 Adminis- 
tBUyf'.,?9lf niltl<)n fumy l\\Km\ awrV, Washington. D.C.I College and 
University Personal Association, 1976, p* 16. 

'The 3018 institutions listed In the 19?4«7S Educatiop Directory were used as the universe 
figure. 



and descriptions and asked to note the compensation for those 
positions which their institutions had. Pr'om the data the 
frequency of various business affairs positions is available. 
The percentage of the sample institutions having the desig- 
nated positions was used to determine the nation-wide figures. 
The results are in Table ^. 



2.2 Projected Needs Through the 1970s 



Only two other reports have discussed the nuiabers of 
business affairs staff members t. both were in the form of 
projected needs rather than actual counts. In a 1969 report 
by the Office of Education it was stated that an average of 
250-300 chief college business officers* positions would need 
to be filled in each of the ten next years. When the needs 
for lousiness managers and controllers were included» it was 
estimated that the openings wotad increase the manpower 
requirements to a range of 2000-2500 positions for the next 
5 years (1969-1973) and perhaps as mich as 6«000 aver the 
next ten years (1969-1979) (U. S. Department of Health, 
Edutmtion and i/elfare, 1969* P* 272). These projections show 
great inflations when con^ared to the Office of Education's 
projections for the earlier 196 3-1969 period. The later 
figures are believed to be gross exaggeztitions of the actual 
1970s staffing picture. The boom in community college growth\ 
and the soaring enrollments in all institutiomil types pre- 
vailed when the projections were prepared 1 the financial 
concerns were not in view. 

Another investigation was restricted to junior college 
staffirg predictions for 1965-1980. The resiilts were based 
upon survey data» the trends as identified in the Junior 
College Directory and the infoxrmation provided in the Educa - 
tion Directory. 196 V64 . The rosearcK^r concluded that there 
w;ould be a need for 1» 041 new business managers for junior 
oolleges for the period 1965 to i960 (Schultz, 1965t p 20). 
Tables 5 and 6 display soiae prediction d« tails. Actual data 
are not available against which Schultz*s calculations may be 
eheelced. The figures in Table 5 do however show progressively 
greater numbers of business officers needed through 19SO 
when* in factt it is known that the ntanber of two-year insti- 
tutions has recently been increasing at a decreasing rate. 
Purthir* it is not known if the financial fears or the growth 
or two-year colleges could have caused an increasing need to 
deirelop business officer positions where they had not been 
before. This could be especially tiM» with institutions 
where the superintendent of schools had previously handled 
the business aspects. It is conceivable that the develo|»ent 



of new positions in existing institutions could have compen- 
sated for some of the positions which Schultz had expected 
to develop in new institutions. But» putting conjecture 
aside* the shifts in institutional management stxxtctures and 
methods and the slowdown in the construction of new institu- 
tions cause these early projections to be used ver*y cautiously 
when detezrmining the potential pool of chief business affairs 
officers. 



2.3 A Recapitulation 



Vifitlfin the 1970s no study has been conducted which * 
has had as its purpose the determination of the number of 
persons in each business affairs categoz^. Data gathered in 
the 1960s are very outdated and early projections of future 
needs r.nd potential totals are highly questionable due to 
activities which occurred during the interim years. The most 
recent and possibly the most accurate data are provided in 
Table 2. 

TABLE 5 ^ 



PREDICTED NEED FOR ADDITIONAL JUNIOR COLLEGE 
CHIEF BUSINESS OFFICERS.' I965-I98O 



Type of ' 


Additional Chief B 


lusiness Officers Needed 


1965-70 


1970-75 


197'5-80 


Total for 15- 
'vear oeriod 


PubUc 
Independent 
Protestant 
Catholic 


191 

30 

42 


230 

31 
44 
46 


255 
32 
^5 
51 


676 
93 

133 \^ 
139 



Total 307 351 383 1041 



Average No. 
Per Year 61. 4 70.2 76.6 



Source I Schultz, Rayaond E. Administrators for America's 
Junior Colleges— Predietions of Need 1965-1980. 
Bethesda, iM.t ERIC Document Reproduction Service, 
ED Oil 757. I965f p. 21. 
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tabu: 6 

application op factors for deriving predictions of need for 
junior coli£ge chief business officers, i965-i98o 







Percentage 
with . 
cniei Business 
Officers 


Reolacements 


New Ir 


ptitutions 




iTPC of 
Institution 


Number of 
instituxions 
196'}-1965 


Hate 
ier,E!. 


Ifuiber 
Reauired 


Average 
NuKiber 

per yrt , 


Stan new 

, ,in5„tlt«Uons 
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Public 






5.5 


346 


33.3 


330 


676 


Independent 


95 


. n 


5.6 


69 


2.0 


24 


93 


Protestant 


97 




10,5 


121 


1.0 


. 12 

A 


133 


Catholic 






10.0 


98 


3.0 


-02. 


Total 


698 


* 








4Q7 


I04l 



Source t Schultz, Raymond £. Administrators for America's Junior Colleges-'Predictions 
of Need 1966-1980 . Bethecda, Md.t ERIC Document Reproduction Service, ED Oil 
757, 1965, p. 16. 



3. EDUCATIONAL AND EXPERIENTIAL CHARACTERISTICS FOR THE DIAJOR 
BUSINESS AFFAIRS POSITIONS ..^ ^""^ • • .. 

/ ■ ' 

discussions .of the educational and experienitial 
baelcgj^unds of business affairs staff persons are divided 
intcK^lcwo areas: 

/.••..■;.• ' - ■ 

'^A- 1) The actual backgrounds as reported ^through 

/research 

2) Opinions of what is the most desirable base for 
business officers* 

In both areas the overwhelming majority of the attention 
focused upon the chief business officer • No specific mention • 
was made of several major position holders while others 
received only scant treatment* 



3»1 Actual Educational Experience 



Table 7 provides a composite picture of the research 
investigating the educational backgrounds of those in busi- 
ness affairs. The data indicates ' 

• Over 50?f of the chief business officers have a 
master* s degree or a doctorate. 

- Viithin the past ten years, there has not been a 
distinct trend toward higher levels of academic 
achievement among business officers. 

Chief business ofificers in public institutions 
have a higher likelilfood of possessing a doctorate 
than those in private institutions. 

- Chief business officers are most likely to have 
a master's degree as their level of highest attain- 
ment w 

^ Accounting* purchasings physical plant and the 
auxiliary enterprise management staff have a bache- 
lor's degree as their most frequent level of attain- 
ment. 

Business ^nd education were major areas of study • 
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15* 
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G0S8 

(1971. L 

PO208-A) 


Chief 

Business 

Officers 


88 


Coiflunity 
colleges over 
1,000 enroll- 
■ent 










5» 




Bowers 

(1973. . 


Chief 

Business 

Officers 


98 


Consunity 
colleges 










Over 


50* 


Cullen 
(W3i 

p, zyiyk 


Business 
(lanagers 


238 


CoBBsunity 
colleges 








39* 


55* 


6* 



^Sixty-eight of the respondents reported business as their undergraduate aajor; 55* 
rtport«d an education or education adainistration lajor. hflg percent of the total graduate 
wjors were in adainistt.tiont education - 73*i business - 2?*. 



I '■ 

t 

i ; ■ ^. ■ ^ 

. ' ■ ■ 

^Ihe major field of academic preparation for those w&rking in public institutions 
Mas business administration (N=l65), education (N=130), and liberal arts (N=38). Adminis- 
trators in private institutions received training in similar areas. 

^The larger figures which are on top relate to full-time staff; 'the botton fisurcs 
represent part-time staff. 

^of'the businefs officers who had master's, }\i were business administration majors , 
and were education ^ majors* 
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3.2 



Previous Work Experience of .Business Officers 



Corson has made several statements regarding the 
pre-service experience of bxisiness officers* (These 
individuals) seldom come from the academic ranks, 
they are recruited from a variety of sources^^' 
' frequently frott among retired military officers. 
They often bring to their assignaentsi^a United under- 
standing of> and often limited, curiosity as to, 
academic objectives (1975. p. 159).. .The bulk of the 
personnel engaged in these activities are hired from 
the same pool of manpower upon which the banks, 
stores, manufacturing plants, and other tetsiness 
enterprises and goverxuaental agencies draw.. .Many 
individuals (perhaps two-thirds) who head various 
business-like activities — when appointed — have little 
familiarity with higher education (1975. P. 207). 

. Only three studies have been discovered which reveal 
the actual previous work experiences of business officers. 
Although two were conducted about a decade ago, they do 
confirm Corson's sta tenants. One study explored the back- 
grounds of business officers in universities, liberal arts 
colleges, and junior colleges. Remarkably, 219 of the 3^7 
in public institutions had not held another position in a 
college business office before becoming chief business 
officer. Of the I'^S who had. the main length of service 
was 9 years. The ntuaber who had experience in business other 
than college was 26l. They had a mean length of nine years 
outside experience. The authors concluded. "Apparently the 
business world is providing as nmch training for top manage- 
rial positions as is the college business office" (U. S. 
Department , .1966, p. 12). With the private representatives 
the data was similar. A large nuiaber, 225 out of 373. had 
not had higher education business experience and yet 285 had 
outside business experience. 

The data from the second study is reported in Table 

8. 

The third empirical study uncovered the previous edu- 
cational and work experiences of 117 personnel administrators 
in midwest colleges and universities. It was learned that 
over half majored in areas other than personnel administration 
and that nearly half worked 5-10 years before going into 
personnel administration (Smith, 197^. pp. 7018-7019-A) . 



3.3 Opinions Regarding the MoGt Desirable Educational and 
Work Experiences 
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TABLE 8 



mEDIAOE PRIOR POSITION OF 
JUNIOR COLLEGE CHIEF BUSINESS OFFICE 
(PERCENT BY TYPE OP JUNIOR COLLEGES) 



Immediate 
Prior Position 


Public 


Independent 


Protestant 


Catholic 


A. Within sajae 
institution 


26 


38 


5 


63 


B. Anothbr junior 
coUege 




. 5 


0 


0 


C. Small college 
or xmiversity 


11 


10 


11 


0 


0. Elementary or 
secondary school 


29 


10 


9 


12 


£. Religious . 
organisation 


0 


20 


14 


13 


F. Other (including 
grad. school) 


30 


17 


51 


12 



Data from this study are considered rejjresentative 
since responses came from 92^1 of the public » of the inde- 
%pendent» 86% of the protestant and 6Q^ of the Catholic junior 
colleges listed in the Junior College Directory > 

Source I Schultz, Raymond E. Administrators for Americans 
Junior Coll eges^-Predictions of Need 1965-1980. 
Beth^sda* yid.t ERIC Document Reproduction SexrNrice» 
ED Oil 757» 1965» p. 2^* 

A study by waite (1966) was conducted to determine 
the educational background and experience recommended for 
j\mior college business managers. The majority of the 17 
business officers participating agreed that the business 
mana'ger should have accomplished the following: 

1) taken prescribed courses in business administra- 
tion and in education 

2) achieved a degree in both 

3) received a master^s degree 



4) served aji internship 



5) received both business and teaching experience. 

Although this study was restricted to one institutional type 
and a small sample, the results are heavily supported by the 
opinions of others as indicated in Table 9* The data also 
show that the desirability of further education has increased 
throu^ tiD&. The most important learning, however, is that 
there is a large discrepancy between the actual level of 
experience and education and that which is recommended. 



3.3.1 Recommended Educational and Experience Requirements 
for Business Affairs I4ajor Categories 



The recommendations which appear in Table 9 were 
suggestions made for business affairs members in general 
or for the chief officer. Below are the scarce comments 
directed toward specific sub-categories: 

- -The (physical plant) director should have a 
background of responsible management for a reason- 
able length of time... He should be a professional 
administrator with a technical education in engi- 
neering or architecture, although in a large 
organization where he will have assistants with 
proper technical backgrounds, a business administra- 
tion training could qualify- (Knowles, 1970^ ?• 7-7) • 

- The director of security department, who is 
generally a key member of the physical plant staff 
or who reports directly to the top business officer, 
should be experienced in law enforcement or- private 
security. • Some institutions require all security 
officers to be enrolled in degree granting programs 
(National Committee, 197^i p. 127).^ 

- ''In the case of business managers, it might be 
argued that qualifications other than a graduate 
degree are aore important. Technical requirements 
foL this position can be met through a combination 
of experience, business school attendance, and/or 
an undergraduate business degree** (Schultz, 1965, 
pp. 26-27). 

- Regarding Personnel Directors - -The potential I 
involvement of this ackiinistrator in substantial / 
(academic) personnel J^idgments will be increased ii 
the incumbent has an academic background- ( Buckle w. 



ii:abi£9 

m educational and experiential background ' 
recommended for business affairs administrators 
(listed by pubucation date) 



Authors 


Education 
, Courses 


Business 
Courses 


Bach- 
elor's 

Deai^e 


Masxer's 
Degree 


Doctorate 


Intern- 
ship 


Education 
lExDerience 


Business 
Exnerience 


Lindsay and 
Holland 
11930. p. 77) 


X 


X 


X 




* 








National Con- 
oittee (1952i 
pp. u-12) 


X 


X 


X 


X (S 
d 


one gradi 1 
psirable) 


vork 

f 


X 


X 


Bussell 

pp. 27.30) 


X 


X 




X (A 
g 


t least I ; 
rad. work)' 


^r. X 




•« 


Bums 
(1962. 
p. 138) 








X (A 


niniiDuiD) 
X (Ad' 


/ised) 




X 


Henderson 

(1964, 1 
pp. 58-59)^ 


X 


X 




X 


X 


X 






Silver (1964, 
pp. 3370- 
3371/ 








X (A 


ndninuin) 




X 


X 


Caughey 
(1964, 2 
p. 89J-A)\ 


X 


X 


V 






X ' 




' X 




V 



, TAB1£ 9 CON?. 



Authors 


Education 
Courses 


Business 
Courses 


Bach- 
elor's 

De£;ree 


blaster's 
Decree 


Doctorate 


Intern- 
ship 


Education 
Experience 


. ^ 

Business 
Experience 


U.S. Depart- , 
inent of 
UM^ (1969, 

pp. 272-273) 


X 


X 




■ 

* 


• 


■ 

X 


X 

• • 




JacksOn 
(1974, . 
p.* ;/o;/ 




X 




• 

X 










Y 
A 


Y 
A 






X (Re 


comniendfi 


i bv 2) 




Dressel {1974, 
pp, 103, 114- 
U6, 129) 


X 


X 


1 






X 







1. 



Hender'son recommended a joint business-higher education doctorate for those 
seeking the highest business affairs positions and a business administration degree for 
those becoming insurance officers, purchasing agents, and accountants. 

^The opinion of junior college business officers as reported by Caughey. 

' ''The top notations indicate the majority opinions of 48 southern public junior 
college -business officers; the bottom marks refer to the opinion of 34 of their chief 
executive officers. . , 
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. ■ 1973, p. 31). 

\ - "The staff of the food' service should inclvide 
persons trained professionally in dietetics, home 
economics, and institutional management"- (National 
Committee, 1955,. p. 6'3). i 

• •■ V- . ' ■ . 

3.3.2 Suggested Course Content , 

. ' ' ' ■ , . i 

The specific subjects recommended Tor th6se~Triter- 
ested in preparing for a business affairs career in higher 
education includes academic fund accounting! business . 
manag^zoent, and finance; organization and administration, 
law, p^urchasing and supply administration, maintenance and; 
operations, personnel administration, human relations i data 
processing, collective bargaining, budgeting, and leadership 
development (Caughey, 1966, pp. 89^-895-A; Henderson, 196^, 
p- 59; Smith, 197^^ PP- ?018^7019-A; Waite, I966, p. 10 ; 
Whims, 197^, pp. 1^10-l4ll-A) • 



4. mmtms& kwvkifis mimn^ msKS 



«rit«r« of toiwlmii mtSa^im m*t ofttn sp«mk In t«r«« 
•r til* fUfwUont of tht twali»«» cl«iMirUi»nt» rathtr tlian 
•etivitiM or t«»it«, tim which »«r« or «xpr«»Md 

in tiM lit«rmtur« appear b«low* 



Chltf Busln«s« Offic«r*» tiaaka 



* tha foUowinc «r« acUvlttaa of tht chi#f touaifwaa 
»rfieari 

It 

I) In eoniunetiofi witJi tli« bisaiiMta mffaira ataff 
i»tmiiMtm littsifiasa poUeiaa, tfavalep lyparaUnc pr««ailur«a, 
•ttftbllan aeeouiitijv mmt r«portln« ■•Ww^. cwwwtiwta 4*y 
t# mf raaiMfiaibiXititt* C«*U«f»l Cwlttna, IW. p. 7i 
U. S« P»|»artaaf)t. 1962. p. 22). 

a) Pftrticipatt with tht prtalAaiit axutt tha chiaf 
MftteAie omear in tha prapftratian of ttm imUtiitlafiai 
MMtat aaauftft r«ap»fiaiblllty for tha cailatlwn mm eonao- 
UJatiaw «r ttia final Mftt tflraet tua taitetftry eatitrala 
far ttoa inatitutiofl (Hstiaiml Cawiittaa. im* p. 7t 0. s. 
Otyartaaitt, 19^* p. 22t 0. S. Oaparca»nt. 1966. pp. 9*10). 

|} AaauMi racpoitaihillty imr tHa ra«ntiiswnt and 
4av«lmant «f iiorai«a^tti« amff CHmUonal CaiMittaa, 197^. 
7t w« S»apartirant* 1962, p. 21K 

4} In c«Mipar*Uo« wittt tHa tfiraetor of vcutfant 
aar^leaa, farMOata palieiaa antf proca^htraa iavafniiic flnart* 
eiatl mistlaRa with atuJanta ajid vitii tlw afaratiaii of mui- 
illAfy a«i'ta:ffria*a ii»a«a»t»rwa, 4»iaM« eal^tarlas. raeraa* 
tlwmi miiitiaa, *te.> aliich raiat^ t» ftHfatit ill* 
Cilitiaciai CoiMittaa, 1955. PP* ?7-7«t «. S. ftipart»»fit, 
lf<^. p. 22}. 

5) forvulat* poiielaifc and proe««if«a» and provlda 
Iter th* coUaetion* c«»tod^^ inmtaant, diafeurswntt 
MMRtinc Attd aiidltlng «f ail mi*a> mtmm na^etiationa 
§mt 1mm ami atiiar fiis^iiigi and ttOatain a systaa of 
flMnftiAl a«id ral«t«^ atatiitiemi raportinf^iKatiaaal 

t iliMl mi. 19?^. P* 7i ^* 4}«part3siiit« i962. p. 22). 

6) Aattii» r*ap«naihilltsr for pftysieai plant uptr** 
t&an and aaintanameai forwuiatt fwileia* and proea^iuras 

tHa davaiopMant and aanagaaftnt of tHa pf^yaleal iiiant, 

10 
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InelvAin^ euttodlaX cart, sanitation, and fire and police 
prot*etion (National Comlttec. 197^» p< 7i U. S. 0«parta«nt, 
1962. J>. 22). 

7) Conduct thfc busin«8s phasos of physical plant 
plaimlng and th« supsrviaion of construction (National Com- 
aittaa. I97'*t p. ?i U. S. Departiunt. 19^2, p. 22}. 

B) Davalcp policies and proctdurss and aid in 

flannlns th« procursasnt of i^ods snd nonpsrsonnsi sarvicss, 
nclu4inf pr«*auditln|; of acquisitions or rsntals. and provi<- 
sioar. for xarshousin^, distribution, conu^l, and disposition 
(Katiftnal Conmittsa. 197^. p. 7: U. 3. D«pmrts«nt* (9^2. 
p. 23). 

9) Coordinata sarvica oparations. a.g. printing, 
duplicatinc, aail and tMssaxa sarvica, bindir^, and asactiin* 
eotnutin^ and tabulating (tiational Consittaa, 197'^* p* 7t 
0. S. Otpartastnt, 1962, p. 23). 

10) Insura the praparation of Sii anmial rtport of 
tt*a institution's financial status (U. S. Oapartaant, 1962, 
p. 23?. 

11) In coeptirataor. with others, davtiop position 
description for «ach subordinate {'J. S. Department, 1962, 
p. 23). 

12) Delegate responsibilities which have been 
asalsnad to the chief Wsiness officer by the president 
(U. S. Departswnt, 1962, p. 23). 

13) . Act as the financial advisor to the president 
and the .governing board (mtional Comittee, 197**, p. 5'' 

1^1 Comunicate to tmsintss orsanixatlons , faculty 
e«saaittees, the adsinistratlve council and to others tne 
mtj the resources are used to achieve Instlxatiarial goals 
(national Cootittee, 19?^, P* 



CoQptroiler*s Ilaslcs ^ 



Althou^ the furxtions of accounting and financial 
reporting a.re frequently cited as .tt&jor business affairs 
rvspttiiaibiiities, a precise and thorough description of the 
mm* Handled by persons iissusing these tvsponsibilities is 
abMixt in tl&e llteratttre* the published naterial either 
emfnts%UM »n the *h<i«*to»s* of the coaq^treller's activities 
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or preiri<lt< mn ov«rly ttrso ikttch of thm activities. Th« 
fouowinc is m collection ol their activities as taJcen fron 
tho abbreviated deseriptionsi 

1} Prepare financial reports for tiaely use by all 
l«v«ls of operatini; faanafenent and executive nanaceaent 
(Haynard ft Staaaerakt x, 197^» p. I70t The Encyclopedia. I971i 
pp. 502-50>)« 

Z) Develop sound labile relations throu^fh pron^t 
bill payaents and periodic reports showing uses of incoae 
{The Sneyelopcdia, 1971. pp. 502-503). 

^) 'Aliocate available aanpower in the controller's 
office for per Romance of necessary duties" (Maynard ft 
Staaaeraan* 197^. p* 170). 

^) Maintain daily accounts (The £ncyclop«dia. 1971 • 
pp. 302.503K 

5} Effectively and creatively use coaputer capabi- 
lities in the perforaanee of other tasics (Bolton ft Cencit« 
1971. p. 284). 

<>.3 Purchasirg A^nt*s tasks 



The following are considered to be the activities 
of an effective purehasing departaent CNfttional Coaaittee. 

197*. PP' 97-^a)i 

1} "Prepare, with the cooperation of the using 
departaents, delivery schedules and quality and quantity 
specifications for iteas and services to be purchased." 

2} "Provide using dapartaenta with currant infer- 
aatioR en new products and sarnces. alternative aaterials. 
aad easts." 

3) "EiKourage coapetition aaong vendors throueb 
negotiation, coiq^titive bidding, and contract buying." 

%) "Insure that purchase orders and contracts 
eaatain all necessary conditions, such as guarantees, warran- 
ties* govemaefital regulations, shipping instructions, f.o.b. 
points, and credit term and discounts allowed." 

5} "Develop racords as neaded to deteraine require- 
aants of the institution for supplies, services, and equip- 



6} "Steintain ade<|uate records and files of requisi- 
tionSt piureh&s« orders* vendors » catalogues* product inforiaa* 
tioHt and prices." 

7) "Arrange for control and disposal of suz^ilus 
t<|uipaent and supplies, ^Ivage, and scrap." 

8) "Advise and assist other departnents that have 
been deleg^ited som purchasing functions." 

9) "^Bxplore and use possible advantages of inter- 
university t consortia, or cooperative purchasing programs." 

10} Develop and encourage standard specifications 
for tteas perforaing the saiae function in different 
departments . 

11} Maintain a continuous program of testing and 
research. 

12} Be responsible for the observance of govexruaent 
procurement regulations. 

13) 'Supervise such activities as duplicating centeri, 
ph^otographic departments, travel zreswrvations, ticketing 
services and vending mchines. 

Ik) Cooperate with other departments, including 
the phsriieal plant, in the planning and construction of new 
buildings and in major alterations of existing buildings. 



Personnel Director's Tasks 



The ma^or activities of a w«ll>developed personnel 
department have been described as follows (National Committee, 
t97*^» p. 67U 

1) "Assist adninistratcrs in clarifying the organ! 
lation of the staff and workload in their departments." 

2} "Enable administrators to develop and maintain 
fiilr and equitable coie^nsation policies and practices." 

3) "Pacilitate s^mfflnc of the orgahisation with 
eoaqpetent employees." 

"Insure that the institution coa^lics with federal 
and state laws relating to employment and maintains data for 
federal, state, and local personnel audits and reports." 

4a 



5) Assist employees in understanding the organisation 
and identifying with it through orientation programs, etc. 

6) "Encourage and assist departaient heads and super- 
visors in initiating and maintaining orientation, training 
and development programs..." 

7) "Facilitate communication among administrators, 
supervisors, and employees about personnel matters." 

8) "Provide procedures for resolving grievances." 

9) "Assist administrators in interpreting and 
reacting to concerns of employee organixations. unions, and 
special-interest groups." 

Kev functions related to these activities include 
position classificationi compeixsation and benefit-9t employee 
relations! Ipecruitment, selection, and promotion} affirmative 
action progranst orientation and trainingi performance eva^ 
luationi organixation and manpower olanning and developments 
labor relations I records; and sometimes safety. 



*».5 Auxiliary Enterprise Director's Tasks 



The enterprises which may be located witliin the 
business affairs division, at least for their business pro- 
perties, includes student ttnlons. stores, rental facilities, 
vending services, recreational areas* faculty clubs* laun- 
dries* dormitories* food services* print shops* certain 
parking facilities and frequently intercollegiate athletics. 
Ko eoneise task descriptions were found in the literature 
for those who operate an assortment of auxiliary enterprises, 
ms eould oasily result from the variations in staff 
stmctures* ths number of entsrprisss opsratad or contraetad* 
and the variety in tasks desanded for eaeh enterprise. 

The following* however* are a few activities four.d 
iif the literature which were believed to be common to the 
operation of any of the enterprises i 

1} D«velop procedures and practices to manage the 
enterprise. A clear definition of responsibilities* authori- 
ties and ftporting procedures must be made {^aiional Cotsmittee, 
197*># p. 10>K 

2) Serve as contract liaison between the institution 
and the contract service agency for those enterprises 
cimchaetad by outside sources {?iational Committee, 19?^, P- 103). 

41 



3) Continuously strive to r«lat« th« enterprise 
setlvities to the objsctives of ths institution (National 
Comittee. 197^. p. 103) • « 

4) Svmlu^t4 the services in relation to their foals 
ana analyse the costs tJ|r»u«h a conparison with their coamer- 
eial counterparts (National QoBaoittee, 197*>. pp. 103-104), 

. 5) Msintain strong positive public relations 
(Scheps, 1964, p. 46). 

6) Develop the enterprise budgets in conjunction 
with ths chief business officer (Mational Conmittee, 1974, 
p. 108)* 

7) Train and develop the staff (l^chanan» 1967, 
pp. I0l-I02i Wikoff. 1974, pp. 33-3^) • 



4.6 il^sical Plant Director's Taslts 



MeVey and Hughes point out the varied tasks of the 
building and grounds officsr by saying the individual "employs, 
cleans, gardens, rspairs, paints, asnds, builds, estlaates, 
sslscts, plans, draws, disciplines, watches, obsarves, lis tana, 
transports, confers, orders, collects, catalogs, inventories, 
analyses, expariaents* (1952, p. 117). Other writars have 
no tad the following aetiviUes to be assuaad or dalegated by 
thoaa responsible for the plant nanagaatnti 

1) Develop contracts with architectural, engineering 
and landscaping fimat ooordinai^a their a f forts with the 
collage plannersi develop a list of qualified biddars 
(Knowlas, 197CK P* 9-5i tJ. S. Oepartaant, 1966, p. 11). 

2) 9kdntaln, aalca altermtlons, and provida custodial 
sarvices for che buildings and facilities (Knowlee, 197<V 

p. 8-4), 

3) "Build or handle relationa with outside contrac- 
tors, enginears, and arcJa tacts" (Knowles, I9?<h P* 8-3)* 

4) mintaln and polica roadways, walks, paths, and 
paricing lots (Knowlas, 197CH p. 8-5). 

5) Maintain ax»l plan future needs for utility sar- 
vieas, a.g. alactricityt* m»» waur lints, conduits, and 
controls (Knawles, 19?Q^ p. 8-5). 

6) Handla negotiations with city, stata, and federal 
govanaittnt aganeias ragarding uses of property, utilities, 
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Iic«n&9s* permits* and coo^liance with codes for ai.1 construc- 
tion and alterations (Knowles, 1970*1 P« 8-5) • 

7) "Buy equipment and supplies for the physical 
plantt dispose of excess equipment" (Knowles, 1970i^ p. 8-3). 

8) "Maintain up-to-date plans and issue indexed 
plana and naps of campus periodically" (Knowles, 197<h p> 8-5). 

9) Supervise and define the responsibilities for 
security police and watchmen (Knowles, 1970i» p> 8-5). 

10) "[Maintain property and equipment inventories 
showing uses and values" (Knowles, 1970t^ p* 8-5), 

11) Administer use and maintenance of all university- 
'twntd vehicles, the rental of buses and equipment and the 
.peration of parage and repair shops if feasible or needed 
(Knowles, 197Qt^ p. 8-5). 

12) "Operate a warehouse, keeping inventories of 
supplies and equipment" (Knowles, 1970^ p. 8-5). 

13) Review operations to judge the degree of effi- 
ciency and economy (Knowles, 197CI| p. 7-7) • 
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6. MftJOR IN-SERVICE TRAINING PROGRAMS 

There are four primary sources of in-service training 
programs for butsiness officers t 

1} Workshops and atmiu>l meetings conducted by the 
National, Southern, Central, Eastern, antf^Nastem Associations 
of College and University Business Officers. j 

2) SuBowr institutes sponsox^d by ha.ghbr education 
institutions, some with the support of outsicie agencies or 
associations. 

3) Programs sponsored by specialized professional 
associations. 

k) Training activities developed by business officers 
for their institution's staff. 



5.1 NACUBO and Regional Programs 



The programs offered by these associatio^is are pre- 
sented to meet the immediate, pragmatic needs of business 
officers. The NACUBO workshops scheduled for 1976-77 are 
Illustrative t assessment of financial health in small 
coUegesi energy movementt financial management of contracts 
and grants t fringe benefits for small colleges s indirect 
cost rates) intermediate fund accounting; investment manage- 
ment - recent developments; legal aspects of "College admin- 
istratiom management of physical resourcesi principles of 
finance and accounting for non-financial managersi salary 
negotiations J senior accounting officers 1 student aid 
administration { wage and salary administration for small 
collegss (National Association, 1976). Specialized programs 
ar« often designed to respond to the needs of those in 
difjptrent business categories, in different institutional 
typct and at different levels of expertise* Occasionally ' 
workshop activities iiKlude other meubers of the academic 
community for such purposes as team building for budget pre- 
paration or to swap inforaation (American Council, 1976; 
National Association, 1975^1 National Association, 1975b). 



5.2 Summer Univjersity -Sponsored Institutes 



There are three principal long-standing sumraer insti- 
tutes. ^ 
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5.2.1 The University of California Program 



Each summer the University of California at Santa 
Barbara and WACUBO sponsor workshops in college management. 
It is a three-year program with tlie subjects for the first 
two years required and the third year activities selected by 
the participants. Areas covered the first year include t 
higher education management t physical plant management » 
budget and pl&nningi accounting; information systemst material 
management, topics for the second year are auxiliary enter- 
prises, higher education law, labor relations, management 
principles, governmental relations and occupational safety 
and health. The third year pt^grtim involves problem solving 
thro\igh case studies (Viestern Association, {l97q) ) . 



5.2.2 The University of Kentucky College Business Manageit»nt 
Institute 



Sponsored by the University of Kentucky and WACUBO, 
the institute, similar to the California program, is composed 
of three sessions of study to be taken in consecutive order, 
one week each summer. Only the first year subjects are 
required. Again, the programs ar» short- rather than long 
rmnge-oriented. Selected topics ihcludei campus safetyt 
legul problems! labor relations; risk management and insur- 
ance; financing higher education; space mamgement; internal/ 
internal audits; managing endowments (University of Kentucky, 
1975). 



5,2.3 The University of Nebraska at Omaha, College Business 
. Management Courses 



The week-long mini courses cover seven topical areas t 
basic lectures in college business manageaMnt, accounting and 
budget preparation, purchasing, personnel, insurance and 
ratireaentiprograas, college law, auxiliary enterprises. The 
first course is required for first year participants; all 
others may be selected by first or second year participants 
•van thou^ recomnendatioos have been made as to the parti- 
cipants' level. The Omaha program, as well as the California 
and Kentucky programs, provides no academie credit, only a 
certificate of co8g;>letion (Division of Community Services. 
1976), 
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50 Specialized Professional As^dciation Workshops 

Promrans of particular interest to business officers 
within specialized areas are provided \by their professional 
associations. Illustrative brganizatibfis aret t» Associa- 
tion of College and University Audi torsi National Association 
of College Auxiliary Services! Council oX Educational fticility 
Planners I National Association of Educatiipnal Buyers) Asso- 
ciation of College and University Housing Officers; Association 
of College Unions - International! Association of Physical 
Plant Adninistrators of Universiti§s and Colleges! College %nd 
University Personnel Associaticn (frlanageinent Division, C97'u). 



5. if Institution Based Development Programs 



Some institutions (e.g. The University of Michigan, 
Purdue, University of Minnesota, Ohio State University, 
University of ^assouri System, Indiana University, University 
of Illinois. TJniversity of California Systeaf, University of 
Wisconsin) have comprehensive training and development pro- 
grans for all levels of personnel. The director of these 
prograsBs may report to either the personnel officer or to 
the chief business officer (Walsh, 1972, pp. 32-33). Another 
in-service development approach is the establishment of a 
voluntary Management Development Planning and Coordination 
CooBdtte^ to increase the skills of middle managers campus- 
wide (Wagner, Sovilla & Andrews, 197^. pp. 15-17). Business 
officer slcills may also be gained by the creation of business 
representative positions within academic departmnts. By 
learning the coiq>lexity of business activities within an 
academic area, the officer develops skill for higher level 
business positions (Jenkins, 1970, p. 65). And finally, the 
most comaon type of in-service training is that developed 
within the department itself or through the coaching of the 
supervisor. Uith regard to this form of training Knowles 
(197Gk p. 6-5^} cautions: *If traditional tasks and atti- 
tudes are perpetuated through no^eleetive on-the-job training, 
there is, in truth, no training taking place.** 



5.5 Additional Training Sources 



The most cotaprchencivc collection of in-service 
training information is found in the annual publication, A 
Guide to Professional Developme nt Opportunities for College 
and Oniv^i^sitY Adainjg tra tors— Seminars. Workshops. Confer- 
•neea. and Internships (Management Division. 19WT» 



6. TRAINING RECOMMENDATIONS 



Based upon a thorough literature review the following 
sxjggestions arc made regarding the content and dol-ivory of 
business officer training programs and material-sj 

1} Because of the multitudinous roles assigned to 
chief business officers and to the department heads* it is 
recommended that training in work delegation and time alloca- 
tion be "considered. This recommendation has received repeated 
support in the literature but no response, from those designing 
the training programs (APPA Tackles, 1971. pp. ^l-^2j Bohme, 
1973. PP» 3-^; Drucker, 195^. PP. 3^6-3^8; Lahti. 1970v p. 62; 
Lewis St Dahl, 1975j tlarch. 197^. PP», 415-^20; i.ailett, Mac- , 
Lean & Avery. 1972, p. ^+3; U. S. Department, 1966, pp. 13-1^). 
Time allocation reporting forms should be produced in easy 
to code, machine readable form. Guidelines for analyzing 
the results in terms of stated goals and expected results 
also demand development. And, as described by Lewis and '^"^^^ 
(1975). an instrument which randomly provides signals for 
recording activities should be used. 

2) Women business officers are a distinct minority. 
Studies have indicated no more than 10 percent of the Chief 
business officers are females (Bowers, 1973. p. 109^-A; 
Caui^ey, 1966, p. 89^-Aj Cullen, 1973. P. 2325-A» Ingram & 
King»*1968, p. 211). To avoid discouraging females in their 
careers, authors of training materials should avoid the heavy 
use of male pronouns which currently prevails in the litera- 
ture. Further, training materials roust not only be developed 

, for the top maxiagement but rather they should also aid in the 
advancement of middle managers. In this way, with greater 
skiUs, the women may have increased job opportxxnities. And 
finally. Smith (197^. pp. .7018-7019-A) , when studying person- 
nel administrators , learned that females expressed a stronger 
ne«d for training than males. It therefore may be benefi- 
cial to institute at I4ast one workshop in a package of 
activities which focuseW on the particular needs and interests 
of women business officers. This would help to destroy any 
reluctance in attending a male dominated conference. 

3) Skills in "how to train others* are needed by 
those in business affairs for niuaerous reasonst to prepare 
staff to assume vacancies and to more efficiently and effec- 
tively resi^ond to changes in a^thods or procedures, to fill 
the g;aps in higher education training programs, to aid 
personnel administrators in accomplishing their training 
responsibilities, and to assist business off ice rs in devising 
programs which range from ener^ conservation to budgetary 
procedures (Bums, 1966, pp. 65-6?; aikoff, 197^, pp. 33-3**). 
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k) The development of communication skills was the 
recommendation made most often in the literature. Some 
authors exprassed their intezrest with regazrd to particular 
business categories such as purchasing agents (Baconp 197^» 
pp* 22«-23)9 food service persoxmel (fiuchanahp 1967i P« 102) . 
security officers iNational Committeep I97^i 128), book- 
store managers (SchepSp 1964p p* 46)9 personnel administra- 
tors (Millettp IiflacLean & Avery, 1972 # pp» 5$ 19) and chief 
business officers (National Committeep 1974^ p^ 8), Others 
like J. I. Ooi have stated their beliefs in more global terms. 
Ooi has saidi **I have seen the business officer reorganize p 
restrain, and re-nrient his staff to work in a world of high 
speed data processing equipment p computers and computer 
printouts. • •But I have not been equally impressed by the 
business officer's capacity to adapt to new patterns of human 
relations- (Point of Pressure p 1970 p 19)* 

But above allp the most resounding call fo3f» communi- 
cation training is recognised in the repeated mention of the 
conflict between business officers and academics (Anderson 
& Salterp 1973t P- 23; Bender & Richardsonp 1972p p. 36; 
Bohme, 1973p pp. 3-^5 Corsonp i960, pp* 27-28; Corson, 1975f 
p. 276; Ingram & King, 1963, pp. 21^-222; Johnsonp 1973» 
p* 2ifvLaVi:e, 1970, pp. 121-122; Jdansker, 1976, pp. 619^- 
6195-A; ftUllett, 1962, p. 228; Nees, 1971i PP. 21, 72-73; 
The Encyclopedia, 1971. P» 506; Waxtenbarger, 1972,' p. 279) . 

One way to attack the^e communication concerns would 
be to prepare training materials which could be used by 
faculty and business officers in joint training sessions. 

5) Closely related to the presence of strained 
communications is the belief that business officers lack a 
clear understanding of their role in relation to the academic 
goals of the institution (Corson, 1975» ?• 159; Horn, 1965, 
p» 60| Scheps, 196^9 pp. 45-46 )• This fact coupled with the 
absence of clearly defined tasks within business affairs 
indicates the need for management by objectives training. 
Again, materials should be developed to display the coopera- 
tive aspire ts of academic and business activities. 

6) Because of the chief business officers* and the 
department heads* wide span of control, it is particixlarly 
important that supervisory skills be maximally developed • 
The ability to motivate staff, coordinate units, and evaluate 
performance should be among the supervisory training outcomes 
(Bieber & Peterson, 1973» PP* 108-^09; Bums, 1966, pp. 65- 
67)* These activities which receive no attention at the 
major workshops could be packaged with "communications** and 
•how to train** education to form a comprehensive program on 
personnel relations for all business categories. 
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7) Various elements of the business affairs organi- 
zational structure (e.g. two officers reporting to the 
president, one reporting to the president and another to the 

, boardi the overextended spain of 'control, mislocated depart- 
mentsi) have been cited as barriers to efficiency (Burns, 1962, 
pp. 137-138} Ingram & King, 1968, pp., 212-213, 220| Knowles, — 
1970a, p. 11-74; McVey arid Hughes, 1952, pp. 121 -122 1 National 
Committee, . 1952, pp. 6-7; Ness, 1971. PP- 22-23). It is 
therefore recommended that training in organizational theory 
and structure be available so that structures may be cons- 
tructed which do not .impede* the attainment of goals. 

8) The College and University Business Administration 
volumes (195?; 1955; 1968; 1974) and the national and regional 

'business officers' workshops provide an adequate response to 
the immediate interests of business officers with respect to 
accounting procedures, federal regulations, collective bar- 
gaining, etc. In contrast, what appears to receive insuffi- 
cient treatment by them is the cultivation of long-range 
planning skills.. . Likewise, long-range planning is typically 
ignored in higher education preparatory programs (Dressel, . 
1974, p. 114). A part of business affairs training should 
be to provide, the challenge and the skills to examine existing 
information systems, budgetary procedures and/ department, 
objectives; to explore alternatives and their outcomes; and 
to crieate procedures for implementing revisions (Bolton & 
Genck, 1971 • PP. 284, 290; Smith, 1975. P. 5623-A; Wheatley, 
1970, p. 59; Vihiras, 1974, p. l4ll-A; Winkler, 1974, p. 4o70- 
4671-A). 

NCHEMS has developed plannlng-related training mate- 
rials but they have not been received with unanimous approval. 
The following criticisms of NCHEfclS ;)roducts should be heeded 
= by HEMIi the procedures recommended and the training 
materials lack systematic evaluation and testing, they take 
too much time and effort to utilize, top management under- 
standing is absent since training is focused upon the middle 
managers, the pzx>ducts are too costly to implement, they 
have comparatively little usefulness in small institfutions, 
the NCHEMS staff lacks experience in financial and business 
aspects (National Center for Higher Education Management 
Systems, 1975. PP'..26. 35. 37. 41, 43-44, 49). 

9) Because a large portion of business officers 
assume^ their positions with business experience in non- 
educational settings, it is recommended that training mate- 
rials be available which would help these officers adjust to 
the business practices unique to higher education. 

10) The roles and training needs of public school 
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business officers which ha,ve been expressed in the literature' 
parallel those of their <:ouhteirparts in higher education 
(Casey. 19^i+; Hill. 1965; Hill.. 1966; Jordan. I9691 JSaiser & 
V/ebb, 1974; Lavin. 1970; Ivlagnuson. 1971; Sharp, 19901 Thomp- 
son, 197I; Wagman. 1975). For thi^s reason it is recommended 
that the training tools for higher education officers be 
developed to include the K- 12 business officers as paLrt of 
the market. Not only could this be more profitable for HEMI 
.^ut it may also be more appealing to users if the costs could 
be shared by more constituents. . 

11) Examples of actual training materials (e.g. case 
studies, games) created specifically for business officers 
were not present in the literature and have been requested 
out not yet received from NACUBO, Evaluations of the content 
an,d methods used^ in the NACUBO and other major business 
training programs have also not been published. Through 
personal communication with a NACUBO representative, it was 
learned that their program evaluations were not for public 
examination in order to preserve the identity of the presenters 
who were also evaluated (Sanjabi. 1976).^ Howeveri the related 
literature diravm from experimental, industrial and corporate 
settings shows no conclusive evidence as to the effectiveness 
of simulation, games or case studies, teaching methods common- 
ly used for business officer training (D..11, 1975. P« 3976-A; 
Glaser. 1962. pp. 240. 242; Schries^ieim t- Schriesheim, 1974. 
pp. 14-18; Sprick. 1973* P- 63; Thiagara;ah. 1973. vir-viii; 
Voth. 1974. 68I7-A).. It is therefore suggested that further 
communication with users and -evaluators be arranged- before 
turning to these approaches' on the basis of their popularity 

or the history of their use. 

12) It will be. recognized in the report that many 
references were published in the 1960s. Institutional 
staffing patterns, activities and training needs have changed 
since that time, but more recent, comprehensive studies have 
not been conducted. Therefore, instead. of placing complete 
reliance on the findings of reported studies, it is recommended 
that a study be instituted to determine the needs and char- 
acteristics of today "^s business of.ficers. Financial support 
should be sought from the national and regional -.business 
Officers associations. Further, the paucity of evaluation 

and research articles in publication indicates the need to 
develop the business officers* research skills as Herman. 
(1963.; p. 33) has recommended. 
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Appendix A 
ORGANIZATIONAL CHARTS 
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f\q. 1 Onianization of an og^ce of business administration adaptable to a lars^e or 
medium* iiz€d coUef^e or university. 
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Book Company^ 1970» 8-8. 
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FI9. 3 Organiiflftort 0/ an office of finance adaptable to a large or medium^sized 
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Fig. 5 Organisation o/ t/ie business and finance ojfiee of a smalls medium, or lar^e 
institutiun. 



Source: Knowles^ Asa S« » 6d« 
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